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General Purpose 

Under administrative direction, coordinate the City’s diverse information technology functions and serve as 
principle expert advisor regarding operations, services, strategies, and resources.  
 
Typical Duties: 

Oversee design, development, construction, installation and maintenance of centralized information technology 
systems.  Involves: Formulate long- and short-range strategic plans and policies for systems to meet City 
information and communication needs. Ensure systems, hardware and software are functionally updated to meet 
developing needs in collaboration with City elected officials and department heads.  Evaluate feasibility of testing, 
repair, upgrading and preventive servicing of computer systems with minimal disruptions of City or department 
services.  Oversee provision of end user support services, training, and security precautions. Monitor compliance 
with and maintenance of required operating permits and occupationally qualifying licenses or certificates by 
employees, consultants and vendors.  Represent the City at meetings and hearings regarding interfaces with 
other systems and regulatory compliance. 
 
Direct department administration.  Involves:  Set and measure organization performance goals.  Conduct cost-
benefit or other analyses.  Prepare and monitor annual budget and recommend new facilities, equipment or 
software.  Maintain inventory, personnel records and procurement documents.  Negotiate and monitor 
employment contracts and contracts for services and supplies. Direct preparation of project and technical 
specifications. 
 
Supervise assigned staff.  Involves: Schedule, assign, instruct in, guide and check work.  Appraise employee 
performance and review evaluations by subordinates.  Provide for training and development; enforce personnel 
rules and regulations and work behavior standards firmly and impartially.  Counsel, motivate and maintain 
harmony.  As appointing authority, interview applicants and determine hiring, termination, transfer, discipline, 
merit increases or other employee status changes. 
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Knowledge, Skills, and Abilities 

• Application of comprehensive knowledge of information technology theories, strategies and practices.   
 
• Application of considerable knowledge of state-of-the-art management and geographic information systems 

and software, data and voice communication systems, WAN/LAN, Internet/intranet, related systems 
hardware.  

 
• Application of considerable knowledge of project management and supervisory techniques, and budget 

preparation.   
 
• Application of good knowledge of automated telephones, radio frequency theories and related 

communications equipment. 
 
• Application of some knowledge of pertinent federal, state and local systems installation and operations 

regulations pertaining to communications systems. 
 
• Read, review and interpret information from diverse formats, such as engineering designs, schematics or 

specifications. 
 
• Communicate clearly orally and in writing, including presenting technically complex information to a non-

specialized audience. 
 
• Establish and maintain effective working relationships with employees, officials, vendors, contractors, 

consultants and the general public. 
 
• Use of personal computer and related software. 
 
Other Job Characteristics 

• Occasional driving through City traffic. 
 
• May work extended hours as an executive reporting to the Deputy City Manager. 
 
• Residency within the City of El Paso city limits required by date of employment. 
 
Minimum Qualifications 

Education and Experience:  A Bachelor’s degree in information technology, management information systems, 
computer science or a related field, and six (6) years of supervisory system administration or supervisory system 
design, analysis and implementation experience. 
 
Incumbents in an executive level job class will not be required to meet the educational requirements of his/her 
respective job class provided that the incumbent was permanently employed in the respective job class on June 
2006. All employees hired into an executive level position after June 2006 are required to meet the educational 
requirement of the respective job class. 
 
Licenses and Certificates:  None. 


